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CORE COMPETENCY
DESCRIPTION
GOALS
VALUES
Click on label to view description of goal or value.
GENERAL STATEMENT:
General Statement
(PROVIDE A BRIEF SUMMARY OF THE MAIN PURPOSE AND FUNCTIONS OF THE POSITION. DESCRIBE THE SUPERVISORY RELATIONSHIPS INCLUDING THE CLASSIFICATION OF THE SUPERVISOR OR MANAGER TO WHOM THE INCUMBENT REPORTS.
Provide a brief summary of the main purpose and functions of the position. Describe the Supervisory relationships including the classification of the Supervisor or Manager to whom the incumbent reports. When appropriate, identify the need for any credential or license such as a driver's license.
WHEN APPROPRIATE, IDENTIFY THE NEED FOR ANY CREDENTIAL OR LICENSE SUCH AS A DRIVER'S LICENSE.)  *RED TEXT ONLY APPEARS ON THE SCREEN
CLICK ON THE "VIEW COMPETENCIES" BUTTON TO SELECT CORE COMPETENCIES, GOALS, AND VALUES.  AFTER SELECTIONS HAVE BEEN MADE, THEY WILL BE MERGED INTO THIS SECTION.
Insert the position classification and identify five to seven core competencies the incumbent needs to develop in order to successfully perform the essential job functions while promoting the Department's Mission, Vision, and Goals. Once Competency is identified, don't forget to determine with which goal and value the competency aligns.
As  , the incumbent is expected to become proficient in the following competencies as described below in order to successfully perform the essential functions of the job, while adhering to and promoting the Department's Mission, Vision, Values, and Goals. Effective development of the identified Core Competencies fosters the advancement of the following Leadership Competencies: Change Commitment, Risk Appetite, Self-Development/Growth, Conflict Management, Relationship Building, Organizational Awareness, Communication, Strategic Perspective, and Results Driven.
below in order to successfully perform the essential functions of the job, while adhering to and promoting the Department's Mission, Vision, Values, and Goals.
●         :  ( - )
• Core Competency
TYPICAL DUTIES:
 
Percentage                  
Essential (E)/Marginal (M)1 
Typical DutiesPercentage		Essential (E)/Marginal (M)1 
Job Description
(PROVIDE A DESCRIPTION OF DUTIES. RELATED DUTIES MAY BE GROUPED TOGETHER. TO ADD ADDITIONAL LINES OF DUTIES WITH DIFFERENT PERCENTAGES, CLICK ON THE "+" BUTTON.) *RED TEXT ONLY APPEARS ON THE SCREEN
Provide a description of duties. Related duties may be grouped together. To add additional lines of duties with different percentages, click on the + button.)
1ESSENTIAL FUNCTIONS are the core duties of the position that cannot be reassigned.MARGINAL FUNCTIONS are the minor tasks of the position that can be assigned to others.
I have read, understand and can perform the duties listed above. (If you believe you may require reasonable accommodation, please discuss this with your hiring supervisor.  If you are unsure whether you require reasonable accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation Coordinator.)
I have read, understand and can perform the duties listed above. If you believe you may require reasonable accommodation, please discuss this with your hiring supervisor. If you are unsure whether you require reasonable accommodation, inform the hiring supervisor who will discuss your concerns with the Reasonable Accommodation Coordinator.
I have discussed the duties with, and provided a copy of this duty statement to the employee named above.
I have discussed the duties with, and provided a copy of this duty statement to the employee named above.
SELECT ONE CORE COMPETENCY FROM EACH LEADERSHIP COMPETENCY IN THE LIST BELOW BY CLICKING ON THE CHECK BOX. AT LEAST ONE GOAL AND ONE VALUE MUST BE CHECKED FOR EACH COMPETENCY SELECTED.  AFTER SELECTIONS HAVE BEEN MADE, CLICK ON THE "SELECT COMPETENCIES" BUTTON TO MERGE INTO THE DUTY STATEMENT.
Insert the position classification and identify five to seven core competencies the incumbent needs to develop in order to successfully perform the essential job functions while promoting the Department's Mission, Vision, and Goals. Once Competency is identified, don't forget to determine with which goal and value the competency aligns.
CORE COMPETENCY
DESCRIPTION
GOALS
VALUES
Click on label to view description of goal or value.
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<Enter Search Criteria>
<Enter Search Criteria>
<Enter Search Criteria>
4800
4969
4801
4802
<Enter Search Criteria>
<Enter Search Criteria>
5
5
5
5
5
	ReadOnlyButton: 
	ServerURL: 
	Click on label to view description of goal.: 
	Click on label to view description of goal.: 
	Click on label to view description of goal.: 
	Click on label to view description of goal.: 
	Click on label to view description of goal.: 
	Click on label to view description of value.: 
	Click on label to view description of value.: 
	Click on label to view description of value.: 
	Click on label to view description of value.: 
	classification: 4800
	WScheck: Success
	InitializeTxt: 
	workingtitle: Maintenance Resource Manager
	positionnumber: 911-602-4800-001
	officebranch: District 11 / Maintenance
	Effective, Select from Calendar: 
	ClassType: S
	xmlDoc: <?xml version="1.0"?>
<root><element><CORECOMPETENCY type="VARCHAR2">Business Acumen</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Ability to perform essential functions of position with insight, acuteness, and intelligence in the applicable areas of commerce and/or industry.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Commitment/Results Oriented</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Dedicated to public service and strives for excellence and customer satisfaction. Ensures results in their organization.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Computer literacy and application</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Appropriate knowledge of computer applications and other tools necessary to successfully perform tasks.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Diagnostic Information Gathering</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Identify information needed to clarify a situation, seeking that information from appropriate sources.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Managing Performance</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Responsible for employee performance, setting clear goals and expectations, tracking progress against departmental and unit goals, providing feedback, and addressing performance issues promptly.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Organizational Skills</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Keeps work prioritized and organized. Logically approaches situations. </COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Technical Expertise</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Depth of knowledge and skill in a technical area. </COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element><element><CORECOMPETENCY type="VARCHAR2">Thoroughness</CORECOMPETENCY><COMPDESCRIPTION type="VARCHAR2">Ensures that work and information is complete and accurate. Ensures that assignment goals, objectives, and completion dates are met. Documents and reports on work progress.</COMPDESCRIPTION><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP></element></root>
	SearchParams: (UPPER(CLASSIFICATION)LIKE UPPER('staff services manager i%'))
	RecordCount: 4.00000000
	tempClassValue: 4800
	tempTxtClassValue: staff services manager i
	Classification Title, Type in search parameter and click on Tab or Enter to retrieve classification drop down list.: Staff Services Manager I
	Flat: 0
	note1: 
	PrintGeneralStatement: Under the general direction of the Maintenance Administration Manager, a Staff Services Manager II, the Staff Services Manager I (SSM I) is responsible for directing and overseeing the activities of administrative and support staff of two Maintenance Regions and office staff for hiring and personnel management, budget and resource management, and other administrative functions as required. The incumbent is responsible for supporting the Maintenance Division's management personnel with financial and personnel services to enable management of their respective branches in a professional and effective manner.
	Title: 
	A classification title must be entered before selecting competencies. Click to view and select competencies for duty statement.: 
	Classification: Staff Services Manager I
	AorAn: a
	txtCompetency: Managing Performance
	txtDescription: Responsible for employee performance, setting clear goals and expectations, tracking progress against departmental and unit goals, providing feedback, and addressing performance issues promptly.
	txtG1: Safety and Health
	txtG2: Stewardship and Efficiency
	txtG3: Sustainability, Livability and Economy
	txtG4: System Performance
	txtG5: Organizational Excellence
	txtV1: Integrity
	txtV2: Commitment
	txtV3: Teamwork
	txtV4: Innovation
	ftxtCompetency: Managing Performance
	ftextDescription: Responsible for employee performance, setting clear goals and expectations, tracking progress against departmental and unit goals, providing feedback, and addressing performance issues promptly.
	ftxtG1: Safety and Health, 
	ftxtG2: Stewardship and Efficiency, 
	ftxtG3: Sustainability, Livability and Economy, 
	ftxtG4: System Performance, 
	ftxtG5: Organizational Excellence
	ftxtV1: Integrity, 
	ftxtV2: Commitment, 
	ftxtV3: Teamwork, 
	ftxtV4: Innovation
	JobDescription: Coordinates with the District Division Chief, District Budgets staff, Region/Maintenance Managers and Senior staff in improving fiscal and personnel resource management processes, as well as developing innovative and technically sound alternatives, processes and procedures to continually ensure the Division's business practices are accurate and consistent with statewide standards. 
	deleteSubForm: 
	addSubFormBelow: 
	DutyPercentage: 5%
	EorM: E
	overothers: The Staff Services Manager I directly supervises administrative staff including Associate Governmental Program Analysts, Staff Services Analysts, and Office Technicians.  The incumbent is responsible for assigning duties, providing guidance and direction, providing and recommending training, and performance monitoring and evaluation. 
	abilities: The incumbent must possess sound knowledge and expertise in all facets of business administration, including budget planning and financial management, and personnel management; must be well versed in understanding the Department's goals and objectives, and specifically the administration program; must have the ability to work independently as a technical expert, make clear recommendations, set priorities, and meet deadlines.  The incumbent must have excellent analytical, managerial, and organizational skills; must have the ability to quickly acquire thorough knowledge of the latest budget and personnel processes, as well as the organizational and functional composition of the division; must possess excellent interpersonal skills and work cooperatively with staff at all levels; must be able to select, supervise, and train others; must handle politically sensitive issues and personnel matters discreetly, and keep management informed of possible programs or conflicts; and must possess excellent communications skills, both orally and in writing. The SSM I candidate must also possess strong knowledge of the principles of accounting, organization and management, research techniques, and statistical principles and procedures; knowledge of the Department's budget policies and procedures , and working knowledge of the budget monitoring system.  The incumbent must be able to utilize current Department budget, personnel, and data management systems, and have the ability to train others.  The incumbent must have the knowledge of a manager’s role in the Equal Employment Opportunity (EEO) Program and the processes available to meet the EEO objectives.The incumbent must be able to perform detailed and careful review of budget requests to ensure resource levels are consistent with the division's work priorities, and make appropriate decisions.  The SSM I must be able to review, analyze, and evaluate written and numerical data, and prepare and process current and future fiscal needs and contracts as appropriate.  Incumbent and staff must conduct system studies of functional management systems to determine their effectiveness in predicting Personal Service and Operating Expense needs and costs; operational studies to develop workload indicators for use in budget forecasting; and conduct work measurement analysts to help develop work norms and performance standards. 
	responsibilities: The decisions made by the Staff Services Manager I may be final reviews, and therefore must be carefully thought out to ensure that established policies and procedures are maintained.  This position makes monetary and personnel decisions that have an impact on the division, program and the district.  Errors in judgment could place the division and district in violation of statutory constraints on the use of program resources.  The incumbent is responsible for ensuring that expenditures stay within budget allocation limits.  Failure to do so could result in costly overruns and severe impacts to fiscal solvency.  In the position capacity, the incumbent must make decisions consistent with department policies. 
	contacts: The Staff Services Manager I position has frequent contacts with division staff, District Budget Resource staff, and Headquarters Maintenance Division Administration and Budget staff, as well as members of the District's Executive staff.  The incumbent must maintain cordial and cooperative relations with all contacts. 
	physicalmentalemotional: The incumbent may be required to sit for long periods of time while using a keyboard and video display terminal.  The incumbent shall have to drive to region offices, and other offices in the district.  Due to the sometimes fast-paced and aggressive workload, the incumbent must maintain flexibility in managing time, priorities, and assignments while maintaining mental activities associated with analyses, problem-solving, and reasoning.  The incumbent must also develop and respond appropriately, tactfully, and professionally.
	environment: While at the base of operation, the incumbent works in a climate-controlled office under natural and artificial lighting.  The incumbent also frequently works at region offices in a climate-controlled environment under artificial lighting. Multi-floor buildings are equipped with elevators and stairs.  Some travel may be required to visit region offices.  Possession of a valid driver's license is required to operate a State owned or leased vehicle.
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	supervisor: 
	Employeesign: 
	dateemployee2: 
	SupervisorSign: 
	datesupervisor2: 
	txtClassification: Staff Services Manager I
	Button1: 
	xmlDocLeadershipComp: <?xml version="1.0"?>
<root><element><LEADERSHIPCOMP type="VARCHAR2">Change Commitment</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Approaches change as an opportunity to promote excellence and innovation at Caltrans</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Risk Appetite</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Takes risks after thoughtful and deliberate planning</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Self-Development/Growth</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Seeks areas for personal growth</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Conflict Management</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Reduces tensions to promote good outcomes for all parties</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Relationship Building</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Identifies what is important to others, and the department, and develops trust to create meaningful relationships</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Organizational Awareness</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Understands how Caltrans relates to and impacts the community</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Communication</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Listens carefully to understand and respectfully explains ideas and objectives clearly to others</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Strategic Perspective</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Considers the future and a broad perspective when developing goals and planning</DESCRIPTION></element><element><LEADERSHIPCOMP type="VARCHAR2">Results Driven</LEADERSHIPCOMP><DESCRIPTION type="VARCHAR2">Understands what is needed for Caltrans to succeed and produces demonstrable progress through data-proven results</DESCRIPTION></element></root>
	inputLeadershipComp: Results Driven
	leadershipComp: Results Driven: Understands what is needed for Caltrans to succeed and produces demonstrable progress through data-proven results
	Select: No
	CoreComp: Thoroughness
	Description: Ensures that work and information is complete and accurate. Ensures that assignment goals, objectives, and completion dates are met. Documents and reports on work progress.
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